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RECOVIEIDATIONS STHMITIRD PR Iﬁ’! P NTTHG LEBRARY PROGEAN AMD
SWOESTED TARLFE OF ORGANIZATEOR

Field Swrvey Diwision

1. Eimit ackivity o splaaskry sorveys Lo defarnine mﬁtrm?
@mlity of hzmﬁinmme Ioforeation sveiiabie throuph this weans.

¥, Fully implenent promram aPter sl doemnts (EInclodfing teckYor)
B f“ﬂl“‘ﬁiﬁﬁ} {oedaored .,

Zh Brirg Intellironce materfals loested by this division to attention
of pescarechers throweh Litesry focessions Ldst.

4. ke arranpements for the corrent incorporetion of mew Inte¥lisome
waberfnta Tuto tﬁ# &mm‘u} Index, .

catalow Section - M§liqrmymc~ Division

, 5. Ro-cxsaine Lhe mawber of vos!tlons specitied in sbout 6 to 9 wenths,
whrme e sorklond of thia sscoffon will be considerahly redoosl afiter all
bookg now I operalisy onits sre cataloped. Omrrent woarkloed mivich eonsists
of crdertor, catalorinr, awd shallTw ararorimately 600 »ew soqudsi tfoes per
menvhh mey decrenpe, ’

fr, Errampe to use operating oersonnel from the otive of Tloes to sssist
ot cataloger In section In emtaloring books remining 1o operating of fees
for constand refereocs, {This Is & cheore from present orsctice of sendimg
mat two cabalogers,) ;

7. Saplote use of mechanicnl afdes to speed wp oper-» bl ons.,

5. Consalidate fﬂ&u sni reduce mumber of card f¥les madntaimed.

Analysis Seotiom - H‘Jhl’[mnme DNivislon

9. Tse the lisison Branch resder to sapnly snbjoct and sres clsselfies
tion on deily spontaneous flow of doenwentz, to indicate 0CD register intevest,
g to specdfy docowernis requirime abs reacting.

10, Use Pl coder-classifliars to code xlips on which resder bes supplied
subject classificetions, ds reader cains experience with the code and suppiies
eudes directly, the exira time of ﬁ;aaa saployees can be need in other elaasifise

tion operetions.

i1. Abstract only those 1less specified by the resisr, For all othm-
documents, supply mﬂy 'S mmxmmm statement and subjeet and srea classifice

thon,

12, Expend sbatrsciing function whem the mwg af inforwation roeporia
- been indexed.

13. Aaajgm ﬁ:ﬂ availshls slassifienfto the task of preparimg BHABIfosrarhic
saxifying backlor of inforsmiion reparts. On the besis of

pxmwkmag &waaﬁamﬁ}wﬁmfmmm%@m# this -

amtivity ai}m:ld im mplﬂtad ’in & 3@#
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1. Develop critecla for salecting documonts which shovld be indexed.
- 5. timys slaseiffdes trasscribe all information to meTtiTith mets 1f
fhay ape gocd bywists. Otherwise have tyvists type HWibliopranhic inforustion
smrbo mahs and hard to elsasifter Tor in¥ientione of snbiact and ares codes.
;f:;' i, Orvanizationally place tynists requested for Yachine Teehnimmes
dSromeht In the Bitdiorraohic Division, Avelysis Sesction.
17. Devots approvimately 2§ man—laya to preparation of bibltogranhic
shater whs an! elassifieation of CIA Tatellirente and mafor jotellipence
neriodfesls of other sremcies. Jonline elassiPicatirn to examinmation of
tables of contemts ant sommaries in such perlodieals, After bseklor of infore
[ antion reparts are classifted asl sotered into Central fndex, bronden this
retivity.
Flles Section - Reference Division
8 12, Sort requests and incoming docoments by loeation of files so ore
Ftin clerk can work in one Tocation without fospime throuphoot total sree.
1%, Asstpn SP-4 and SP-3 incumbewts to Cilimer and onlHne docum-nis.
4 ¥orklost shonld ﬂr}! betesen 2000 and 2500 doenments per dmy,
2. Fxpliare uve of somce Mle of ¥i-2 im File- Section &x & shwlf Tist.
Information Section ~ Heference Division
1 2}, Separate inforsation sod eireunlation activitiss to allow higher
grads parsonnmel to devole Ml time to referenne searches. Provide ome
| i phoms momber for refcrense and one far ciremlation. Incinde snch mmbers
i, in the telephone directory.
i R
i 22, Implswent wachine index cireniation procedure tmmsiiately.
. 3, Unify Library publications to 11-it Lypss smsnsting fron Litrsry.
i . Aastpn aditing duties to = P=2,
- Pistribution Hvision
o 2. Establish e mew division which will imalude:
| ; .
&. A1} distribetion, control, snd statistlicel dutles relating to
inconine docusents now In Relarence Dvislon
b, Stendsrd distribution inciunded im Bibliograchic Diviston wf
Peelnica]l Services Sectlon
| 25, ¥Establtish a processing seetiom which will prepere form 35-2 to serve !
| #zs & biblicersphic statememt and distributiom order om dnecoming *nielligence
' information., Heal this ssetion with a P-1 librsrisn who wiil consult with
bibliowraphic diviston m identi*‘iaat&on of mew types of reports, StafY
swetion te pereit proofiresd
. 3N TP A
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%, Prapsre Form 352 on muli31ith mats which will be mm off st
distrimgtion point., "

o
11

T, Carvy mwmohins parsonwd esoloyed in distridution provess om OCD
et kb,

. Asevme D'l respomalBiifty for storsre snd snintepense of stosk
rosords of QI fnte’1iramee,

2%, fxplors use of packasrTag mmebine and vackaring a¥ds in diopmteh
off teta¥lirenee meterisls.

M1, Elsmimate sassigmaent of CTA wmwhers to 00-B and S0 reports. ETisdpmte
date champa on SO informstion reverts. (Snoprested Ily_ $ap} cmentemi
IR gueust T9L8) i 25X1A9a

. Elisivete mﬁ;lﬂaﬁ‘}m of statistics on coples distributed. Elfsimmte
wtatistical tevalcdomm of dfenendnation within CTA. (First svopestion inots)led
18 &ncnat - sec nd to be Tastalled 1 Sewtember)

irchives Diviston

. Fully dmlemenmt Top Secrst ConmtroX provedure.  Assome fall respoosi-
hility for distributien, storare and reintenance of stoe! recaocds for CTA
Tep Secref Inte’ Yigemre studiow.

31, &imtim coatrol records on persomel corresnondence and correspond-
rooe batween] N Of fics and f1e3d. (This will reduce daily Tomd to
25=30 tems,

34. Abandom use of CIA mmber, using only B momb-r when that fs supplied.
Halntain dally lor slips by date received instesd of CIA muwber,

35. Give priority to ifmplmsntation of file classif¥estion system. Follow
throurh est pat this progrem om its feet before initiatine any othwy records
manay et EoTTEN, j

36. Liwit erchival activily to processing the flow of srehiwal material
voluntarily submi ted, Neke no concerted drive to retire seterials until
Piles systew 12 in opsrntion.

Fog

37. Gesr pool sctivity to sbee operations s to the sheplifications
indicated showe for those activities itn shich poal is mes prticipatin,
The proposed /0 imcimies safficient positions to perfore total job of litrary,

exclusive of pool awselstenow.,
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